
APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF SFATE 

RECORDS MANAGEMENT DIVISION 
AND H I S T ~ Y  

I. Record Series Description This f i le  contains the following documents (include form numbeK and titles, ifany): 
Attach samples of the f ik. 

FOR AGENCY USE 
pplication Dan 

pplication Number 

Documents relating to: Providing l i a i son  service between the  U n i t  and others within the 
Department and individuals,  excluding m e m o s  and correspondence t o  and from loca l  school 
systems, other s t a t e  agencies, educational organizations and the federal  government. 

Correspondence, memoranda, e t c . ,  t o  other Department members and individual c i t i zens ,  
and re la ted  documents. 

Included are: 

1. AgtncyAddrcss ' FOR RECORDS MANAGEMENT USE 
Department of mucat ion  Apptication Nu- 

Date Completed 
8 3 -  15 Office of Ins t ruc t iona l  Services 

Division of Ins t ruc t iona l  Media Services 
Media F ie ld  Services, #2054 Twin TOWWS E. D E C  
Atlanta ,  Georgia 30334 

Date R u e i d  

,982 , Ahl 24 ,983 7 

is Chronologically by calendar year,  thereunder chronologically by date.  

I. Monthly Refrrence Rate How often are records referred to which are: 
One to SIX months old 24 ; Seven to twelve months old 24 ; Thirteen to twenty-four months old 1 2  . 
twt.nry-fwe months and older 7 

I. Annual Fie;€ of kccurnulabon of Records 

Le:ter-sire drawers ; Legal-:tre drawers (;helves ;Other ( r p e d y l  

> - S @ - 7 ?  Ut. 76 Ion-l 

,. Dater of Series 
iarliest Latest 

1975 \To da te  

5. Remrds Series r i l e  (followed by  title used in office; if different) 

Media Field Services General Correspondence F.iles 



. - is NO 10. Questionnaire (Place an "X" in the proper mlumn) 

X - 2. Is this the official copy of the series? - 
If not. where i s  it? . 

b. Does the series mntain mnfidential information requiring security handling? If  yes, cite law or regulation. 

e. When one or two documents in the f i le  make it necessary to keep tw enrire file for a long period, could these 

&tained in th i s  series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of t h i s  series in your office, or in another office or awncv? 

i. Is this serier b r a  maior Dorrhn o f  irl rwularlv m i a o f i w 7  
V I Q 0 . L  <.he r e w r m r e s L  '!y in a M r n J U f e r t  ? 

1. Retention Requirements The following requires the series to be kept: 

a. Stare Law years. d. Audit period years. 
wars. 

c. Federal law years. f. Federal retention instructions years. 

Attach mpy or e x e r t  of Iews or reguletions. Explain administrative need. 

b. Stature of limitation years. e. Administrative need 2 

Office reference reqirement. 
-. 

2. Approved Disposition Instructions This zgency recommends that the file series be cut @ff at  the end of each: 
E! Calendar Year; 0 Fiscal Year; I2 Other then, 

ti015 in the current files area monthlsl yearlsl; then 

B Transfer to Slate Remrdr Center: hold L v e a r l s ) ;  then 
iX Destroy. 
C Trader  to State Archives for permanent retention. 
D Other /Specify) 

~ 

These instructicns apply to al l  prior end future accumulations of the series. 

i9en.q HeadlDerignce (Signature), I Dare I Records Management Officer /5ignafure) I Date 

State Records Commitwe /Signarum) Date Y 
:emmnendationr in para- /. 
If disap?roved, acach /e:ter 
trap5 12 are approve:. State Auditor/Der&w 1-1 fX3 

~f explanarion.) Seue:ary of Srate/Designee 4L&Uw(- 4q/e 
I 

Attorney GeneralIDesignee .. . >  /- ~ ~.~ A-79.: ~ 

~~ ~- ~~ - ~ ~~~ __ 


